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Welcome to the
Exciting world of :

DOCUMENTATION

If you remember only one
thing from this today, let it be;

ASK A QUESTION

Name
Scott Bickford
Kevin Hanlon
Floyd Luce
Lenny Lidback
Norma Gilman

Phone/Cell
624-3536/441-8812
624-3474/592-2015
624-3472/446-2935
624-3502/592-2579
624-3495

Why is
Documentation Important?
To insure Federal Participation
Documentation is written for others
ie; quantities, locations, crew, weather and
notes of Inspection, accidents, claims, abbuter questions
etc.

What is Documentation
Documentation is the;
who (you, general contractor or sub)
what (activity of the GC and yourself)
where (Location on the project)
when (date, time etc.)
Of all your daily activities

How and what are the Documentation
requirements?
Remember the three R’s
 Read the Specifications
Scope of Work, Materials &Measurement
 Read the Construction Manual/Standard Details
What are your Inspection responsibilities
 Read the Documentation Manual
What are your Documentation responsibilities

What is required for
documenting a project?
Refer to Section 108 of the LAP manual
(2nd purple section) for measurement and
payment and section 900 for project
record

The Record Keeping manual states:

Construction books can be used for the following:
Project Diary
Final Quantity Book
Construction-Field measurements Book
Grade Check Book
Drainage Book

The Record Keeping Manual states:

Three Ring binders can be used for the
following:
Testing File
Correspondence File
Final Quantity Computation Book

Revisions to the
Documentation Manual
1. Added the FHWA construction Inspection
Requirements.
2. Added the Final Documents Inventory list
Responsibility
3. Pro-Rating Lump Sum Items Re: Contract
Modifications
4. Added Contents of a Contract Modification.

Revisions to the
Documentation Manual
5. The Approved Products list is now the “Qualified
Products list”
6. Payroll & Payroll interview policy
7. Example of Below Standard Contractor evaluation
with explanation
8. How to create a contract modification

Current Davis Bacon payroll Policy:

y
The Approved products list has been renamed the “Qualified
Products List and can be found at the following link on the
Maine Department of Transportation website:

Writing a Contract
Modification

y

When to create a Contract Modification
•

1. Revisions to the specifications
2. Substitutions of Materials
3. Changes in testing requirements
4. Changes or Extra Work with-in the scope of the contract
5. Changes in Design beyond the original scope of works
6. Revisions to the DBE utilization plan
7. Adding a payment or credit
8. Revisions to Major Items
9. Revisions to Deadlines, Completions dates or time extensions
10. Revisions that require additional right-of-way
11. Revisions to scope of work or additional work that is the
responsibility of any other Agency

Contents of a Contract Modifications
•

1. Description and location of work
2. Reason for the change of added work
3. Method of Payment; Existing bid items, contractor quote
or Force account
4. Procedures to be followed by the Contractor such as;
Time Constraints and Special Provisions
5. Price Quotations
6. Time extensions and reasons for the extra time
7. Right-of-way acquisitions or easements
8. Cost Estimates.
9. All required Signatures and Approvals
10. Note if Participating or non-participating

to
The Descriptions of the Contract Modification

Contract Modification
1. Once this Contract Modification has been
signed by the Resident, PM and
Contractor, the work may begin
2. Additionally, the some of the quantities in
the contract modification are estimates
and will need to be measured and verified
in the field which may change the cost of
the contract modification up or down.

Contracts
For more information:
Kevin Hanlon
Office: 624-3474
Cell: 592-2015
E-mail: kevin.hanlon@maine.gov

Contracts
Example Documentation:
How to install and document item
508.13
MEMBRANE
WATERPROOFING

Construction Manual/Standard
Details
• Read Item 508
• The Construction Manual for this item
makes reference to the Standard
Specifications (Green Book)
• There is no Standard Detail for this item

Record Keeping Manual
• Note describing contactors preparation
and installation of Membrane
• Notes of crew, equipment, weather &
Temps
• Manufactures product name and verify the
MDOT approved product list.

•

508.04 General The Contractor shall store
and install the membrane and all associated
components in accordance with the
manufacturer’s published recommendations.
Priming and membraning shall only be done
when the air and concrete temperatures are
above 6°C [40°F] and the surfaces that are
to receive the primer and membrane have
a moisture content at, or below, 6%. The
moisture content will be checked with a
“Sovereign Portable Electronic Moisture
Master” meter, or an approved equal.
Primer or membrane shall not be applied or
installed until the concrete has been in place
for a minimum of 10 days. Membrane
waterproofing remaining on existing
structures to be rehabilitated shall be
completely removed to the primed surfaces.
The entire deck shall be shot blasted to
achieve an anchor profile which is clean of all
foreign materials, such as oil or grease, and
any sharp protrusions removed, and free of
laitance. The Contractor shall have a copy of
Technical Guideline No. 03732, published by
the International Concrete Repair Institute.
The final concrete surface profile shall range
between a CSP 1 and a CSP 5 as defined by
this Guideline.

Shot Blasting will remove 15 to 40
mils of concrete off the surface by
propelling steel shot onto the
floor. This provides for a light to
heavy textured sidewalk finish.
Shot Blasting will blast patterns
that range from 6" to 30" in width.
This preparation process creates
an ideal bonding profile for thick
mil coatings (25 mils and above).

508.04 General The Contractor shall store and install
the membrane and all associated components in
accordance with the manufacturer’s published
recommendations. Priming and membraning shall only
be done when the air and concrete temperatures are
above 6°C [40°F] and the surfaces that are to receive
the primer and membrane have a moisture content
at, or below, 6%. The moisture content will be
checked with a “Sovereign Portable Electronic
Moisture Master” meter, or an approved equal.
Primer or membrane shall not be applied or installed until
the concrete has been in place for a minimum of 10
days. Membrane waterproofing remaining on existing
structures to be rehabilitated shall be completely
removed to the primed surfaces. The entire deck shall
be shot blasted to achieve an anchor profile which is
clean of all foreign materials, such as oil or grease, and
any sharp protrusions removed, and free of laitance. The
Contractor shall have a copy of Technical Guideline No.
03732, published by the International Concrete Repair
Institute. The final concrete surface profile shall range
between a CSP 1 and a CSP 5 as defined by this
Guideline. Areas where rapid setting patching materials
have been placed shall be cured for a minimum of 72
hours, or longer when recommended by the product
manufacturer, prior to applying primer or installing
membrane. All surfaces shall then be swept and cleaned
by brooms and compressed air, as directed by the
Resident

•

508.04 General The Contractor shall store and
install the membrane and all associated
components in accordance with the manufacturer’s
published recommendations. Priming and
membraning shall only be done when the air and
concrete temperatures are above 6°C [40°F] and
the surfaces that are to receive the primer and
membrane have a moisture content at, or below,
6%. The moisture content will be checked with
a “Sovereign Portable Electronic Moisture
Master” meter, or an approved equal. Primer or
membrane shall not be applied or installed until the
concrete has been in place for a minimum of 10
days. Membrane waterproofing remaining on
existing structures to be rehabilitated shall be
completely removed to the primed surfaces. The
entire deck shall be shot blasted to achieve an
anchor profile which is clean of all foreign materials,
such as oil or grease, and any sharp protrusions
removed, and free of laitance. The Contractor shall
have a copy of Technical Guideline No. 03732,
published by the International Concrete Repair
Institute. The final concrete surface profile shall
range between a CSP 1 and a CSP 5 as defined by
this Guideline. Areas where rapid setting patching
materials have been placed shall be cured for a
minimum of 72 hours, or longer when
recommended by the product manufacturer, prior to
applying primer or installing membrane. All
surfaces shall then be swept and cleaned by
brooms and compressed air, as directed by the Resident

